A resume is your ticket to an interview, your opportunity to sell your skills to a Human Resources coordinator who is the "gatekeeper" for the organization. Impress this audience, and you will have the chance to speak them face-to-face. The challenge, of course, is to highlight the skills that they are looking for and present the information in a way they can navigate quickly and easily.
 Do not give references on the resume (employers may request references if he or she wishes, there is no need to provide information that may be superfluous). Also, you should not supply reasons for gaps in your employment history, as this will only call attention to the gaps.
Choosing a Format
Many word processing programs now provide resume templates, which can help you format your resume quickly; however, don't be afraid to alter them to meet your personal needs and make sure that the templates don't tempt you to include unnecessary or inappropriate information. For example, Microsoft Word "wizards" automatically set up the subheadings "Interests" and "Tips," which may be inappropriate.
Two main approaches may be used when formatting resumes-the chronological approach and the functional approach. Both are discussed below. Choose the one that best suits your needs and emphasizes your skills.
In the chronological approach, employment history is ordered by date, starting with the most recent job. Be sure to list your experience before your education, unless you have recently graduated from school and, as a result, have little work experience. Highlight either dates of employment or job titles by listing them on the right hand side of the page. (See the example attached to this handout).
Functional Approach
In the functional approach, achievements and skills are grouped according to functions (management, administration, marketing, writing, etc.) . This helps you group your key strengths, which can play down gaps or frequent job changes in your employment history and can emphasize your abilities rather than your job titles when trying to change fields. (See the example attached to this handout).
Action Verbs
Many students struggle with appropriate phrasing for their job functions. Ideally, each job title should be followed by bullets that begin with a specific action verb -words that highlight your skills and achievements in that job. Following is a brief list of some appropriate verbs to use: Accelerated, achieved, adapted, administered, analyzed, applied, appraised, arranged, assembled, assisted, budgeted, built, calculated, classified, coached, communicated, compiled, completed, composed, conducted, constructed, coordinated, counseled, created, delivered, demonstrated, developed, designed, directed, distributed, earned, established, evaluated, examined, expedited, expanded, facilitated, fostered, generated, handled, implemented, increased, initiated, installed, instituted, instructed, investigated, launched, maintained, managed, mediated, mentored, moderated, monitored, negotiated, observed, operated, organized, oversaw, participated, performed, planned, presided, processed, produced, promoted, provided, recommended, recruited, reorganized, responded, reviewed, revised, scheduled, served, supervised, supplied, streamlined, taught, tested, trained, updated, wrote 
Descriptive Terms
Students sometimes feel awkward, describing themselves. They worry that they will sound self-centered or arrogant. To avoid a smug tone, use positive, but specific, words such as those below:
Active, adaptable, analytical, approachable, assertive, collaborative, conscientious, consistent, constructive, creative, critical thinker, dependable, determined, diplomatic, disciplined, effective, efficient, energetic, enterprising, enthusiastic, experienced, flexible, imaginative, independent, logical, mature, methodical, motivated, objective, perceptive, personable, positive, practical, productive, proficient, realistic, receptive, reliable, resourceful, self-reliant, sincere, systematic, talented
J O H N D O E OBJECTIVE
A sales management position in which administrative experience in addition to strong writing and computer skills can be used to maximize sales and profitability for one or more product lines
EXPERIENCE

1997-
National Sales Manager, Arbor Shore  Increased sales from $50 million to $100 million.  Doubled sales per representative from $5 million to $10 million.  Suggested new products that increased earnings by 23%. 
1994-1997
Summary of Qualifications
